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Chapter 1: Introduction

The purpose of this guide is to identify the major financial management related roles, responsibilities,
regulations, and requirements associated with the Defense Travel System (DTS). It provides information for
Accountable Officials, such as Authorizirffidials (AOs), Budget Defense Travel Administrators (BDTAS),
Certifying Officers, Finance Defense Travel Administrators (FDTAS), Debt Management Monitors (DMMs), and
Routing OfficialsYou can reviewuser roles in thé&dTA Manual, Chapterahd the responsibility of primary DTS
users in theDTS RequlationoDI 5154.31Volume 3

¢tKA& R20dzYSyid AyOfdzRSa I RSAONALIIAZ2Y 2F GKS / SNIATFE
liability for financial losses along with an overview of DTS financial managesaiatgd functions and other

topics concerning finances and resource managem¥at. can find a variety of training resources on EHEMO

website athttps://www.travel.dod.mil/Training/

As tis document is a guide and is not afi@al Department of Defense (DoD) regulatisopersonnel should
consult official DoD regulations i.e., tB®D Financial Management Regulation (DoD FENt)t Travel
Requlations (JTRandtheir Component regulationeegardingtravel compliance.

Defense Travel Management Office 4 travel.dod.mil
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Chapter 2: Funds Control

This section provides information on the funds control process in DTS and the crucial roles of the FDTA and
BDTA. Depending upon your Component, the responsiBilgyNJ Y y I 3Ay 3 GKS 2NBFYAT I (A
(LOAS), and establishing the travel batigusing the DTBudget Toomay be a single role or a separation of

duties. The FDTA generally functions as the primary point of contact of an organization for all financial
managementrelated activities in DTS.

The FDTA or BDTA function may consishefa more persons (a DoD civilian employee or military member) in
the budget, resource management, accounting, or finance office that is responsible for assisting in the
management and support of DTS.

A FDTA or BDTA responsibilities, as established dgahkorganization, may include:
Maintain LOAs and budgets (seleapter 8)

Process rejects from accounting and disbursing systems

Manage travel documents and reports

Reconcile Central Billed Accounts (CBAS), if appointed as a CBA Specialist
Track traveledebt, if appointed as a Debt Management Monitor (DMM)
Operate the local help desk

=A =4 -4 A4 A4 A -2

Use the cross organizational funding features @eapter 10)

1 Appointment letters, if assigned by local policy

Not all accounting systems record travel budget data at thitllevel provided in DTS. However, the official
funds control data resides in the appropriddefense Accounting and Disbursing System (DAD&3e systems
support/provide accounting and disbursing functions based on the financial transactions subfrotte DTS.

2.1 Financial DTA (FDTA)

The FDTA is responsible for assisting in the financial management and support of DTS for an organization or
installation. The FDTA ensures all financial information is current and accurate. For this role, the BET'S profil
generally requires permission levels 0, 1, 3, 5/an@, as well as organization access to LOAs and budgets. The
FDTA creates, updates, and deletes the LOAs that belong to their organizations. If part of their specified duties,
they assign each LOA @responding DTS budget. When a LOA is no longer required, they have the option of
removing the LOA from DTS, to prevent improper use of a LOA in new travel docuNmetsCheck with your
resource management office and/or local business before removd#gslfrom DTS.

You can review th®TS Requlatiorend theDoD FMPn travel roles and appointmentdote: If an
appointment is necessary for a FDTA, follow the regulations and your local business rules.

The FDTA serves as the primary POC for correcting rejected transactions resulting from financial errors. If the
LOA does ot pass the audit in the accounting system, an error message generates, the transaction rejects, and
aREJECTEDamp appears on thBigital Signaturescreen.Note: You may need to select tfghow Previous
Stampslink to view all available document stam@$e unsuccessful transaction requires corrective action in

the form of an amendment. After correcting the error, signing and then approving the amendment, resends the
transaction back to the accounting system for processing. Any delay in correctinguisadtion will hinder
authorization approval or voucher reimbursement.

Defense Travel Management Office 5 travel.dod.mil
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The FDTA must comply with all Departma&rnitie and local financial policies and procedures for establishing and
maintaining LOAs and must be familiar with the regulations listed below:

1 DoD FMR

1 JTIR

1 Component internal control policies and procedures

In addition to finance and accounting functions, the FDTA may have additional DTA responsibilities. The FDTA is
an integral part of the local help desk function and may serve as the local témtégsues such as travel
allowances and policies.

Additional information is available in the documents listed below:

1 Creating and mataining LOAs: See tli&TA Manual, Gipter 8

9 Guidance on Fiscal Year Crossover for LOAs: SE&8%@uide to Establishing LOAs and Budgets for the
New Fiscal Year

Using the DTS Budget Tool to set up budgets for a new Fiscal Year: B&é\thanual, Chapter 9
How to run DTS Reports: See DEA Manual, Chapter 10

2.2 Budget DTA (DTA)

A BDTA overseas the DTS Budget and runs reports to manage funding. For this role, a DTS profile requires
permission levels 0, 1, and 3 as well as organization accessDTiedan create, update, and inactivate budgets
in the DTBudget Tool During the beginning of the Fiscal Year (FY), the BDTA administers the new budget
actions. The funds entered into the Budget Tool typically mirror the funding data in the officiahéiogou

systems. Then any changes in funding targets should coincide with normal fund distribution cycles. The BDTA
reconciles the balances in tigudget Toolwith official accounting records regularly, in accordance with local
policies.

You can review thédTS Requlatiorend theDoD FMPn travel roles and appointmentslote: If an
appointment is necessary for a BDTA, follow the regulations and your local business rules.

The FDTA first creates the LOA and has the option to establish a budget item at the same time or wait and
establish the budget later. Regardless of how Ibelget item is created, all funding actions (i.e., loading money)
must occur in theBudget Toal see theDTA Manual, Chapter. 9

TheBudget Tookllows the BDTA to contrdhé funds tied to each LOA and provides real time fund status in
DTS, displaying balance information during the approval process. If an AO attempts to approve a trip using a
budget with insufficient funds, DTS implements a hard stop and alerts the AO safitth@ssion failure. The AO
must contact the FDTA or BDTA to request additional funds for the budget. Once BDTA or FDTA adjusts the
budget target, then the AO can successfully approve the trip updating the budget funding balance.

The BDTA can use tBaidge Tool Reportswithin DTS0 manage funds. BDTAs or FDTAs may also be required
to use theManagement Information System (MI@uery capabilities for various military pay reports as
described in Chapter 12 of this guide. For more about the standard DTS reports and the MIS queryD3ee the
Manual,Chapter 10
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2.2.1 Budget Adjustment

Besides the Fiscal Year (FY) start up and end of year close out, there may be times when a DTS budget requires
an adjustment to the funding targets.

1 A decrease may be necessary, if the balance reflects an improgar doiount entered into a budget
item.

1 Anincrease may be necessary to account for additional funds or when an automaitidigigtion to
I Redzald GKS o0dzZRISEG AGSY OFyQl 200dz2NJ 6Soe3ads | aGdz
Review theDTA Manual, Chapteréh how to adjust the bdget targets. If target changes are necessary because

of a stuck document, then recommend reading the miation paper Manual Abandon Stamfor the complete
process

Defense Travel Management Office 7 travel.dod.mil
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Chapter 3: Debt Management Monitor (DMM)

If a FDTA must manage travelated debt in DTS, designate the individual &ebt ManagementMonitor

(DMM). A DMM reqires DTS permission levels 0, 1, and 6, as well as organization and group access along with a
special role indicator in the profil@MMs use thédebt Management Todlo communicate with the

appropriate offices and systemgenerate reports, and provide exits to travelers and AO to managed track

debt. You can review th®TS Requlatiorand theDoD FMPn travel roles and appointmentsurther details on

the roles and responsibilities of the DMM are available inGhale to Managing Travedhcurred Deht

Note: If an appointmaet is necessary for a DMM, follow the regulations and your local business rules.

Defense Travel Management Office 8 travel.dod.mil


https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
https://comptroller.defense.gov/FMR/
https://media.defense.gov/2022/May/12/2002995651/-1/-1/0/GUIDE_TO_MANAGING_TRAVEL_INCURRED_DEBT.PDF

Guide: Financial Field Procedures Januarny23, 2023

Chapter 4. Authorizing Official (AO)

Travel documents in DTS require approval before a traveler can travel or receive payment for official travel
expenses. An AO requires ®permission levels 0 and 2. They are responsible for ensuring all travel follows DoD
travel regulations per thdoint Travel Regulations (JTR)e AO acts as a Certifying Officer (see Chapter 5) for
DTS documents, and is the individual who controls tiesion, authorizes the trip, and allocates funds for TDY
travel. AOs are not required to be travel experts, but should have some knowledge of allowances and eligibility
requirements described in th&TRDTS institutes compliance features with flags arasoa codes, which trigger

in documents and provides access to allowances to help the AOs with their traied.dut

Most AOs require an appointment as a Certifying Officer, which means they redDibe=arm 57 appointment

(see Appendix C). When this apmtonent expires, use the sanigD Form 577 terminate the appointment. A

5¢! Ydzald Ffaz2 NBRdzZOS GKS LISNE2YyQa | O00Saa (2 5¢{ Tdzy
duties.

4.1 Required Training

Within two weeks of appointment, and before approving any documents, the AO must complete a training
course as defined i€ertifying Officer Legislation (COL) Public Lawl084The AO must provide a printed
course completion certificate to their supergis

¢CKS ' hQa OKFIAY 2F O2YYlIYyR gAft RSGUSN¥YAYS (GKS aLISOAT
Travel Explorer (TraX) offers Training for Accountable Officials and Certifying Officers (TAOCO) for initial and
refresher training. For accessthe TAOCQlasses, see the DTMO Passport portal and logTirgX

Note: Check with your Component for business rules that apply to your organization.

4.2 Recommend Training

In addition to the TAOCO classes mentioned above, we recommended AO$ ledst ane course from each
category listed below. All classes are available throligtX

Travel Policy; These classes provide an overview of travel regulations. Available classes are
1 Programs and PoliciesTDY Travel Policies 101, WBT
1 Programs and PoliciesJoint Travel Regulations Overview, WBT

DTS These classes provide an understanding of how to use DTS to authorize and approve travel. Although
many DTS classes are availabl&raX, the ones most pertinent to AOs are:

1 AO/RO TheDTS Approval Process, WBT

1 AO/RO-Vital Skills for Authorizing Officials, WBT

1  AO/RO- Vital Skills for Authorizing Officials Applied, WBT

1 AO/RO-Vital Skillsdr Authorizing Cfficials AssessmentWWBT

4.2.1 Travel Policy

Travel policy classes provide an overview of travel regulations for TDY travel. Travelers, Travel Clerks, Routing
Officials, and DTAs can all benefit from taking the training. AvailablWBT classes listed in Section 4.2 are
the TDY Travel Policies and Joint Travel Regulations Ovamikiivavailable, classroom training provided by

Defense Travel Management Office 9 travel.dod.mil
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your organization. Some oth@raXWBT classes on policy includes. Government Rental Car Program
Managing Travel Card Misusand theCity Pair Program

4.2.2 Defense Travel System

DTS classes provide an understanding of how to use the system to authorize and approvéiaa¥eBT
classes listed in Section 4.2 dilee DTS Approval Procegaal Skills for Authizing OfficialsVital Skills for
Authorizing Officials Applieghd if available, classroom training provided by your organization. QulzefWBT
classes to consider for AOs @&S Tavel Documents (DTS 1@H)dDTS (Special Topicyancellation
Procedures

4.3 Approving Travel Documents in DTS

The AO uses DTS to review and approve requested payments in travel documents. Authorizations may contain
travel advances and scheduled parfiayments (SPPs), while vouchers contain reimbursements for incurred
expenses and earned travel allowances.

On the authorization, in addition to certifying payments, the AO must ensure that travel arrangements and
shouldcost estimates are reasonable aodnsistent with the mission prior to approvélor example, Wwen

approving a travel document which includes a mode of en route transportation you did not direct or authorize,
82dz aK2dzf R NBEGASSe GKS AYyTF2N)YI (A 2y atorréidblirseinénSeethee RS S
JTRChapter 2, 020210. F. Cost Comparisons Between Use of a POV and Other Modes of Transportation
(Computation and Calculation Rules

Theinformation paperntroduction to Constructed Trayalovides some constructed travel exampl@n the
DTMOConstructed TraveHomepageat https://www.travel.dod.mil/Programs/DoB ravel
Systems/Constructe@iravel/isthe Pre-Travel Worksheet (PDRFYr an authorization andPostTravel Worksheet
(PDFXor a voucher with an accompanying guide for eadrksheet

M https://www.travel.dod.mil/Portals/119/Documents/Constructed Travel/iravelworksheet.zip

1 https://media.defense.qgov/2022/Jun/01/20030099062/-1/0/PRETRAVEMWORKSHEEIUIDE.PDF
1 https://travel.dod.mil/Portals/119/Documents/Constructed Travel/postvelworksheet.zip

1 https://media.defense.qgov/2022/Jun/01/20030099067/-1/0/POSTTRAVEWORKSHEEIUIDE.PDF

On the voucher, the AO ensures that the document reflects what actually happened on the trip, and that all
payments theraveler requested are accurate, authorized, and allowable (e.g., claimed expenses match
required receipts). The AO must also ensure there is a proper LOA on the authorization and \aecher
Chapter 12, Section 12.3.

If the AO determines or believes arggquest for payment is inappropriate, the AO must disapprove the request
by returning the document for correction. DTS helps the AO identify actual or potential inappropriate payments,
and can be useful for comparing voucher claims against the approverdstwst estimate.

An AO should be confident that any document they approve is complaint with travel policheinkbcal

business rules. Recommend using a standardized process or checklist to avoid mistakes and oversights. Once the
AO selects th&PPROEDstamp, and applies their digital signature, the AO obligates (for authorizations) and
certifies the payment of funds (i.e., advances, SPPs, and vouchers) Kd)3 $n AO has pecuniary liability for
erroneous payments made a result of personal negl@e. In certain situations, an AO may be permitted to

Defense Travel Management Office 10 travel.dod.mil
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approve their own authorizations (i.e., not containing an advance or SPP), but an AO is prohibited from
authorizing their own travel payments per policy and DTS restrictions (see Chapter 4.4).

The AO rast ensure that the travel budget associated to the LOA in the document has sufficient funds to cover
the travel costs. DTS will not let the AO approve a travel document when the stusiléstimate

(authorization) or the actual cost (voucher) exceedsaheunt of funds available in the budgets associated to

the LOAs in the travel document. If this occurs, the AO must contact the FDTA or BDTA for guidance or request
additional funding (or conversely disapprove/return the travel request).

¢ KS ! h Qaof anlailtiNdzafion establishes an obligation in the official accounting system to support the
expected payments to the traveler upon completion of the trip.

TheDoD FMPmolds AOs pecuniarily liableg(i, financially accountable) for their actions related to the approval
of travel authorizations and subsequent payment as determined by the Component.

System audits and policy checks assist the AO in their review and approval of travel authorizatidlagsDTS

each item it identifies as a questionable claim. The traveler must provide sufficient justification for the item
before the AO may approve the document. DTS must maintain all travel documents as part of the official travel
record. An AO must exercigiéscretion, consistent with mission or trip purpose requirements andJfhig@ as
applicable, when approving or rejecting flagged items.

The AO also approves paymeng&juested in travel documents. Authorizations may include a request for a

travel advance or SPPs. The AO must review the authorization and all applicable information before approving
an advance or SPP. Vouchers include requests for reimbursement of inenpedses and payment of earned
allowances. A traveler must attach all required substantiating records (e.g., receipts) to the travel document.
DTS supports attaching electronic images to a travel document by upload eamdatjop method see Chapter

123.

Authorizing Officials (AOs):
1 Must complete COL training before starting to work as an Authorizing Official (AO), and annually
thereafter.

1 Must have an approveB®D Form 573appointment, as an accountable official (see Appendix C). When
this appointment &pires, use the sameD Form 5770 terminate the appointment. Reduce access to
DTS functions to the lowest level required to perform their remaining duties.

1 Have pecuniary liability for payments disbursed due to approved payments on vouchers, as arell as f
advances, and SPPs on authorizations.

1 Have pecuniary liability for erroneous payments made on vouchers.

Additional guidance is in Appendix C of this guide @ab FMRVolume 5, Chapter 5.

4.4 Self-AO

DTS does not support blanket travel authorizations. An individual, who previously traveled under a blanket
travel order prior to DTS, now requires assignment as afseiforizing Official (SeARO). SelAOs:

1 Are added to the routing list and praded theAPPROVEBtamp to seHauthorize.
T /FyQid | LIWINRGS GKSANI 26y |dziK2NRT FGA2yS AF AdG O2
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9 /FyQl FLIWNRGS GKSAN 26y @2 dzOKS NI
1 Can verify funds are available in the DTS budget, if they have organization access.

1 May hawe separate budgets based on local business rules.

Someone other than the SeNO mustapprove vouchers and authorizations that include travel advances or SPPs
in the SeHAOs routing listSelfAOs mustollow the DoDI 5154.3&nd their local business rules for role
designation and any necessary training.

4.5 AO Access to the DTS Budget Tool and Reports

Giving AOs permissi level 1 allows them to view (but not edit) DTS Budgets to confirm funds availability at any
time. Without permission level 1, they can only see travel funds availability when they apply (or try to apply) the
APPROVEBtamp to a DTS document.

Giving AOsrganization access allows them to run reports to view the following budget status reports:
i Total Oblgation Report
1 Target Adjustment Report
1 Transaction Bport
1

Balane Report
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Chapter 5: Certifying Officer

For a detailed explanation @ertifying Officer Duties in DTS, see Chapter 4.3. A summary of a Certifying
hFFAOSNRA YIAY NBalLRydAAoAftAGASa A& FOFAtLofS Ay ¢ 0

Table5MY / SNIAFe@AYy3d hFFAOSNRAE wSalLl2yaAroai

/] 9we¢LC, LbD hCCL/9w{Q a'!'Lb w9O{thb{L.L]J

Em dzZNBE ¢ KI 4 t I Details

Requested payments are in accordance with Federal laws and log
policy.
Requested payments support official travel; none are for personal
unauthorized activities.

Legal

For Official Business

Required attached documentation is legible, and supports paymer
claims. This includes required:

1 Receipts
ProperlySupported 1 Approvals (e.g., business class travel)
1 Justifications of praudit flags, i.e., use of ne@ity-Pair flight,
non-compact rental car.
9 DD 138-2 signed by the traveler when voucher is stamped T
Entered
Accurately Prepared Requested payments are assigned to the correct LOA.

Even if the travel document gepared by someone else (e.g., travel clerk, filars Entry Agent [NDEA]), the
traveler emains responsible for the accuracy and completeness of travel information entered into DTS. Attach
necessary receipts and other substantiating records to the travel document. If the receipts or other
substantiating records are not available, provide atem statement of missing documentatioRor about
receipts,See Chapter 12.3. After the traveler, travel clerk, or NDEA signs the document, DTS routes it to the AO
for approval, though other reviewers may see it beftre AO. See Chapter 7 for information about NDEAs.

Note: The responsibilities and relief from pegary liability of a Certifying Officer is prescribed under United
States Code (USC), Title 31, Money and Finance, Section 3528
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Chapter 6: Routing Official

A Routing Official is a person who reviews DTS travel documents. Each Routing Official listed in the routing list
applies a particular status stamp to the document. Routing Officials may include personnel from the finance,
transportation, medical, or othenffices. Se¢he DTA Manual, Chapterfér additional information.

At a minimum, a Routing Official requires DTS permission levels 0 and 2, though they may require others,
RSLISYRAY3I 2y GKS aALISOATAO yIFGdz2NBE 2F (GKSANI NBOASSH Rd:
duties. If their function is to only review documents, which route to them for action (based upon the routing

list), then the Routing Officials doni NXB Ij dzZA NS A NER dzLJ | OO S A #ris AwditiSgActiorO O S 4 &

in DTSNote: If a Routing Official needs to view a document not in their action queue, then they will need group
access to use thé&raveler Lookupption.

If appointed as an accotatble official, appoint the Routing Official usin@B Form 57{see Appendix C). When
this appointment expires, use the sard® Form 5770 terminate the appointment. A DTA must reduce the
LISNE2y Qa I 00Saa G2 TFAyl yOAieduired tdzyeoinirémaiaingdyfiess ¢ { G2 GK

Although others are possible, the most common Routing Officials are:
1 Authorizing Official (AO): Reviews the entire document for travel compliance, approves the document

and applies theAPPROVEBtamp orRETURNE®@henapplicable. The AO is the only Routing Official
who may apply the€ ANCELLEDamp to a DTS document.

1 Reviewing Official (RO): Checks a more specific aspect of the document and aREMESVEBtamp
or RETURNEWhen applicableNote: Must occur prior tdhe APPROVEBtamp.

1 Certifying Official (CO): Checks for funds availability and appli€SERE IFIE®@ampor RETURNED
when applicableNoteY 52y Qi O2y FdzaS 6AGK | / SNIAFe@&Ay3I hTTA
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Chapter 7: Non-DTS Entry Agent (NDEA)

ANonDTS Entry Agent INEA may be a military member, DoD employee, or a contractor responsible for

entering DTS travel documents for travelers without reasonable access to DTS. Local command authorities must
use locally established procedures to app@miDEA. Since a NDEA is not an Accountable Official, it is not
appropriate to use ®D Form 577 make the appointment. Refer to your local business rules for the NDEA
designation process.

¢t2 R2 GKSANI 2203 (GKS b59! QX,gtadahadedss, Snd tdréjdazbutidh indicator{ LIS
for the selected role.

When a NDEA applies their digital signature on a DTS authorization for a traveler, they 8¥8Nitd3tamp.
Stamping a voucher or local voucher on behalf shaeler, the NDEA apigk their digital signature and uses the
T-ENTERE&tamp.

TheT-ENTEREE&tamp signifies that an authorized person signed the voucher on behalf of the traveler, but
otherwise functions exactly same as tB6GNERtamp. Before creating a voucher, the NDEAstmaceive from

the traveler a completed and sign&D Form 1352 (voucher) otOF 1164local voucher). That record can be a

paper or electronic document. The NDEA is not resgidasor the validity of the inforration the traveler

provided, butisrespaa A 6 f S F2NJ SyGSNAy3 GKS RIGE Ayid2 5¢{ SEI OC
Ydzad St SOGNRYA Ol f f & DD Haint 1332 orlDR 5164indlall Gtiket dsdudieits r@quiiky ty R

DoD regulations.

Note 1 As the document creator, thDEA is not part of any routing list.

Note 2 An authorized usr ¢ called a travel clerk in this guide, though the title varies from organization to
organizationg may create and sign authorizations for a traveler. Travel clerks usel@sERtamp, andare

not required to receive any special paperwork from the traveler or attach it to the authorization. Travel clerks
are not Accountable Officials, and do not fall under the Accountable Official rulePiorForm 577

appointment. If appointed, follow yauocal business rules. Unless prevented by another source (e.g., union
rules) a contractor may serve as a travel clerk.
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Chapter 8. DTS LOAs

The first data element in all DTiBés of Accounting (A format maps is the sigigit Accountable &tion

Number (ASN) This number identifies the accounting system that maintains the records for the funds to be
used. DTS uses this number to route transactions to the appropriate financial accounting system that correctly
interprets the remaining fields in th@fmat map. The data is unique for each financial accounting system. See
the DTA Manual, Chapterf8r more information.

The remaining fields in the LOA contain the orgaizaty Qa FA A0l f O2RAYy 3 & i NHzOG dzZNB
elements up to 10 Accounts. For a complete breakdown of LOA Formats, de€Ahelanual, Appendix R

Dependig uponthe Component, the FDTASs create th®As and establishes the budgets or the BDTA complete
the budgetary actions. This process can be tonasuming for large organizations and may consist of multiple
FDTAs and BDTA sharing the data entry duties.

The FDTA with the appropriate organization accasdpermissions 1, 5, and/d can accesstheNaB | YA T | G A 2 ¥
LOAs in théTA Maintenance Toollhe FDTA casearch for one or more LOAs or ruli@w LOA(S) Lidb

obtain adetailedreport. As the report iswvailable to download and save in an excel format, the information can

be easily sorted to verify correctness and identify any discrepancies. SBF thdanual, Chapterf8r more

information.
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Chapter 9: Foreign Military Sales (FMS) in DTS

The DoD FMS program manages the sale of U. S. Defense articles and services to foreign governments and
international organizations. A Letter of Offer and Acceptance is the U. S. Govaérmingdn O2 y 1 NI Ol dz £ 3
agreement with the FMS customer and must be under full accounting control.

DTS FMS LOAs referencess ar

1 DTA Manual, Chapterahdthe DTA ManualAppendix R: LOA Formats
1 TheAdding MS LOAs to a DTS Docutniaformation paper

The DoD Deputy for Security Assistance (RIB@BA/IN) is responsible for:

1 Recording budget authorities in the FMS Trust Fund accounting system

1 Maintaining FMS Trust Fund budget execution records

 ApprovingtheDb / 2Y LIy Sy Qa NBl|jdzSada F2NJ Ca{ 206t A3l (A2
1

Obtaining payment advances from foreign customers sufficient to liquidate obligations resulting from
the FMS budget authorities

9.1 Processing FMS Transactions

DTS provides a single, standardized, aut@danterface with the Defense Finance and Accounting Service

(DFAS) Corporate Database (DCD) and Defense Integrated Financial System (DIFS) that automates the request,
notification, and confirmation of FM&xpenditure authority for DTS travel expenditu@tng the FMS

appropriation.

Before creating expenditures against FMS appropriations, DTS must obtain expenditure authority from DIFS, the
central accounting system, and authoritative sources for FMS Trust Fund control and management for DFAS
JAXBA/IN. Adr obtaining expenditure authority, funds to cover the disbursement are set aside and are not used
for any other purpose.

This process involves DTS submitting a travel settlement invoice to DCD that contains at least one LOA with FMS
defined data elementsCounty Code, Case Number, and Line Item. This data helps track transactions in DIFS and
exists in most DoD LOAs

1 FMS Case Numbdéndicates acontractual sales agreement between the U.S. Government and an
eligible foreign country or interational organizaon document byDD Form 1518r an official Letter of
Offer and Acceptance. A FMS case identifier is assigned for the purpose of identification, accounting,
and data processing for each offer.

1 FMS Country Codelentifies a country or internabnal organiational code for transactions pertaining
to FMS.

1 FMS Line Itenidentifies a detail line itenon the letter of Offer and A@ptance.

When DCD identifies DTS travel settlement invoice containing a LOA with FMS defined data elements requiring
expenditure athority:

1. The invoice waits in the DCD for receipt of the FMS expenditure authority from DIFS.
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2. The DCD genetes a FMS expenditure authority request for the specified County Code, Case Number
and Transaction Cordgl Number (TCN) to DIFS for approval.

3. DIFSrocesses the request and retuga Transaction Reply Code (TRC) to DCD for approved
expenditure authority or a TRC withason for reject expenditure authority.

4. When the DIFS TRCpapving the expenditure authority is received, the associated DTS travel
settlement invoice will be released to the designated General Accounting and Finance System (GAFS)
central site for disbursement processing by the Centralized Disbursing System (CDS). If DIFS returns a
TRC rejecting the reque€®2CD will generate and routeNegative Acknowledgment Code (824) to DTS.

5. After CDS processes the disbhursement, the Remittance Code (820) routes back to DCD where the TCN is
appended to register the approval of the FMS expenditure authority prior to submission to DTS.

6. For transactionsejected by DIFS, when the TRC reason is cash not available, DCD will automatically
resubmit the expenditure authority Request, using the same FMS Case Number, with the next
transmission to DIFS.

7. DCD will also notify DTS of the resubmission. DCD resuiimhjtene request per reject. If a
subsequent resubmit results is a reject, DCD will send a Negative Acknowledgment Code (824) to DTS.

Note: FMS transactions requiring expenditure authority must be disbursed in the month the authority is given. If
DCD reciwes a FMS transaction requiring expenditure authority after the mamti cutoff, the authority
submission to DIFS occurs in the succeeding month.

See Chapter 13 for more information on 8xx codes.

9.2 Processing Delays Associated with FMR Transactions

This requirement for expenditure authorityand the possible delay in receiving from DéfSmay cause a delay
in payments to the traveler whose voucher contained an FMS LOA.

When DTS provides notifications of the delay:

1 The traveler and th AO eceive popup notifications in DTS reminding them that FMS executes LOAs
differently and traveler pgments require additional processing time.

1 The traveler receives an email notificatiabout the delay upon approval of the FMS document.

Contact youtComponent for additional guidance.
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Chapter 10: Travel Funded by Other Organizations

5¢{ adzZJIR2 NI & GNALA Fdzy RSR o6& |y 2NHIYATFGA2Y 20GKSNJ
process such transactions. The FDTA of the funding orgemmzaust ensure that the correct method is used.

10.1 Shared LOA: Funding and Traveler Organizations in the Same Hierarchy

A FDTA can set up shared LOAs and budgets between an organization and all efrigmsigations. If the LOA

is sharedthen all the organizations in the hierarchy can use the LOA and the budgets attached to it. If there is
only a shared budget,a FDTAmMusQ&B | 6§ S GKS [ h! Ay GKS (NI @St StheRad 2 NI
DTA Manual, Chapterahdthe DTA ManualChapter Sor more information on sharing LOAs and budgets.

10.2 Cross-Organization Funding: Funding and Traveler Organizations in Different
Hierarchies

A FDTA can set up cresgganization funding to allow use of an LOA and budget in their own hierarchy usable by
one or more travelers in a different hierarchy. (Example: A school that funds traweeters from multiple
Services)CroNH | YAT I GA2Yy FdzyRAy3 Oly ©6S tAYAGSR (G2 | aAry:
travelers.

TKS GNIXyalrOldAzy gAff LINRPOSaa GKNRdAzZAK GKS TdzyRAYy 3 2 NI
organization funding allows an organization to provide a LOA to another organization in DTS, the LOA label and
the budget remain under control of the funding organization. The funding organization may remowve cross

funding permission from a traveler or orgartipa at any time.

The funding FDTA can:

1 Make the L@ available to a single traveler or an entire organization
1 Assign a routing list intended to be used to approve authorizations, vouchers, or both
1 Control the length of time the LOA is available for use
1 Monitor the procesing of the approvals via the use of the budget reports
See theDTA Manual, Chapterf8r instructions on how to use crogsganization funding. Per local lges, the

FDTA may be required to maintain other supporting documents such as funding letters and email
correspondence providing approval of the funding action.

10.3 Funding Organization is not support by DTS

If the accounting or disursing system respaible for the LOA cannot process transactions in DTS, then the
cross2 NBFYATFGA2Yy FdzyRAy3I F2NJ I [h! OFlyy2i 06S I 002YLX A
organization is funding anel.

Prior to the travel date, the FDTA should work with flieding organization to obtain an agreement or

memorandum stating the necessary travel specifics (i.e., reservations, expenses, and funding limit) and funding
2NBFYATFGA2y Qa FIANBSYSyl iich NotE ReYsaralaNiBlSw youoi&l blishésg S f S N
rules for all offline funding requirements.

Inthis situation, the traveler creates the authorization in DTS using the LOA associated to their organization of
assignment. The AO verifilee correct LOA is available, then approves and fuhdgrip from the appropriate
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budget. Upon travel completion, the AO reviews the submitted voucher for travel compliance (i.e., costs,
receipts, etc.) and approves for payment, per tHeR

Inanofff AyS LINRPOS&a&as (KS TFdzy RAy3 2NHIYATFGA2Y LINRODARSE
upon the agreed travel specifications and funding litNibte: The funding organization may require proof of

travel, expenseg incurred, total trip costs, as well as, other supporting documentation before processing the
reimbursement of travel funds.

10.4 Dondt Use Groups to Support Travelers in C
There is no approved procedure for a DTA (in the fundirg@nization) to add a traveler in an outside hierarchy

G2 + 3IANRdzL) 26y SR o6& GKS FdzyRAYy3 2NEBFIYATFGA2yd | f K2
records for processing official travel, the exposure of the personally identifiafoliaxiation (Pll) of the

unassigned traveler is a Pll violation and is not a sanctioned approach to supporting travel.

hyté 5¢! a8 Ay GKS GNI @St SNDRa 2NHFYyAT IGAZ2Yy KASNI NOKe@
mission requirements and$f LJ YIF yI 3S GKS 2NBFYATFiA2yQa GNI @St LINE

See Chapter 15 for more information.
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Chapter 11: Arrangements Only Trip Type

To align with the)TRDTSHoes notpermitd | NNJ y3ASYSyGa 2yt eé GNIF @St YSIyAy
Reservationsnodule to only book reservations and then process the obligations and disbursements outside DTS
using legacy travel systems.
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Chapter 12: Other Finance Functionality

12.1 Scheduled Partial Payments (SPPs) and Advances

Per theDoDI 5154.31Volume I & ¢ NI St SNB aKI f f NB ljzedraréquestiwhed | & LI N
2FFAOALET GNI @St A& INBFGSNI GKIFIY np RlIFI@dadé 5¢{ oAff
each rolling 30 days. The first payment includes airfare or rail, rental car, (if selected in authorization), lodging

and M&E (30 days) and any other expenses added based upon dates and payment method (e.g., checked bag).
Upon document approval, on the 31st day, the SPPsdigliurse funds to the IBA GTCC vendor to avoid

I 002dzy i RSt AYIljdzSyOe I y Radcaunt.(DRSconfiriids @ SdlcElaiandditidd SEP2 v | f
0FaSR GNRLI RdzZN} GA2Y YR ahwX a2 LI eyvySy.ida 200dzNJ G2

A traveler who does not have a Government Travel Charge Card (GTCC) or who is traveling to a location where
use of the GTCC is impractical or impossible may request a travel advance in their authorization. This advance is
LI AR @Al StSOGNRYAO FdzyRa GNIYyaFSNI 609C¢o Aydz GKS
greater than 45 days, travelers malgo request SPPs in the authorization.

DTS allows and theoD FMPpermits users to request a travel advance and SPPs on the same authorization. The
traveler may receive the full, authorizéxhvel advance amount, and still receive SPBtleast until the total

' Y2dzyd GKS& KI @S NBOSAGSR SljdzZ ta GKS G241t Y2dzyd 2
in payments helps prevent a traveler from unknowingly going into tresfelted debt, while allowing them to

continue paying their monthly GTCC bill.

A normal cap for a travel advance at 80% of the amount obligated for reimbursable expenses per LOA for up to

30 days of allowances. When that amount is insufficient, the AO manpag a travel advance of up to 100%,

LINE GARSR | 5¢! OKIy3aSa (K SFullNdvdiR&AithdRiZ & enoreirffofmatidhl?2 F A £ S
see theDoD FMRVolume 9, Chapter. 5

Travelers wh bodk a restricted airfare in DTS may need to receive a travel advance well before their trip begins,
G2 YSSi K ¢gpaynemieduiyedents. Whén hiht happens, a DTA must updat&®¥CC Data
aSOlAz2y 2F (GKS NI AOVANNELE Hirbtite AdvarideR\dHorliz&iorfield. FodBdd S O i
information on this process, see the information papeavel Advances for Restricted Airfares

Note: Organiations unconnected to a supporting financial system cannot use the travel advance or SPP
functionality in DTS. Travelers in such organizations requiring a travel advance and/or a SPP must process their
authorization outside of DTS. See Appendix H for addit information.
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12.2 Using DTS Reports to Help Process Travel-Related Military Pay Allowances

The DTReport Scheduleprovidesfive Management Information Syster(S reports to help research a
dzy AT 2 NXY SR NI @St Séldied mikafy pay AllowarficdsiiT@e répartaréi NI @S f
 EnlistedBASReportt LRSYiAFASa LlaarofsS OKFIy3aSa Ay |y Syt
Subsistence.

1 OCONUS Travel RepoHelps determine eligibility for additional military pay allowances based on
travel outsidethe contiguous United States.

FSA ReportProvides information related to Family Separation Allowance eligibility.
Military Leave Reportldentifies when the member has taken leave in conjunction with official travel.

Special Duty Conditions Repoftlelpsdetermine possible allowances changes due to special duty
conditions.

Generating these reports enables a military pay technician to identify key duty conditions instead of using DTS
authorizations and voucherRunthese reports as required by DFAS, DoD Component, or local business rules.
Local policy may require other actis, such as having copies of the travel documents.

9 OK 2NHEIYATFGA2yQa OKFAYy 2F O02YYFYR RSGSNXYAYySa (KS
may fall to a:

1 FDTA
1 Travel Pay technician
1 Military Pay technician

For organizations not procesgy military pay transactions locally, a FDTA must work with the military pay office
that processes the transactions to establish procedures for producing the reports and providing them to the
military pay technicians.

These reports should be generated amegular schedule and often enough to allow the military pay technicians
sufficient time to enter transactions before the next pay cycle. Large organizations should generate reports
weekly and smaller organizations monthly. Using paid travel voucheesiergte the reports will provide the

most accurate data.

The report may not provide all the infaation as listed on the travel voucher. If additional information is
YSSRSR TNRY (KS {rgahizatdr ntajdedsidex BlavndltRedtravél K&y clBad Only Access
wh! 0 AY 5¢{X 2NJ20KSNBAAS ANIyd I00Saa G2 GKS GNI @

who requires access to MIS reports and traveler records.

12.3 Substantiating Documents (Receipts and Other Supporting Documents)

Per theDoD FMR, Volume&9 & ¢ NI @St t 2 tmiz@I&eTeipNi@ padrilodding exbeyise hdpadless of
the amount, and any individual expenditure of $75 or @al e information paper, What is a Valid Receipt?
available onthe DTMO websit athttps://www.tr avel.dod.mil/Training/Training
Search/Customtype/56003/Search/receipdiscusses the DoD FMR&Iidreceiptrequirements to consider when
submitting a voucher for payment of incurred expenses and earned allowances.
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In theDTS document, frorthe Enter Expesesscreen, the traveler attaches the electromeages of required
receipts and other substantiating recor(@isg., leave slip$Gonstructed Travel WorkshegPre- Traveland/or
Post Travelusing the upload or dragind-drop method.

Note: When a travelers unable to process their own voucher in DTS, a NDEA (see Chapter 7 for more details)
ONBI 6§Sa GKS @2dzO0KSNJ 2y GKS GNI 9SSt SNRa oSKIEFsE SydaSN
Additionally, the NDEA must attaciDd Form 1352 signed bythe traveler.

Before approving voucher for payment, the AO must verify the traveler provided all required supporting

documents and proper receipts under tkxpensesnodule and they match the entered costs in the document.

The AO must also ensure when aBDsubmits the voucher on behalf of the traveler, a prdperForm 1352

(Signed by the Travelds) attached as well as the other required documents.

To adhere to travel compliance, the DTS document maintains the electronically attached imabedyaweeler
and AO are not required to keep a hard copy. All substantiating records are archived with the travel document in
accordance with DoD requirements.

12.4 Expense Items from a Government Travel Charge Card Transaction

In the voucher, théenter Epensesscreen allows the traveler to pull in travel card charges usind\tiee
Expense From GTO@tion. This helps the traveler complete the voucher by ensuring accurate claims. It also
helps determine the correct spldtisbursement amount.

The GTCC venddownloads all GTCC transactions into DTS nightly. All charge card activity for the past 60 days
is visible in the voucher from thenter Expensescreen. This information serves two purposes:

1. The traveler can add an expense matching the charged item.

2. Thetraveler can determine if they need to send more money to the GTCC vendor to pay items not
appearing on the voucher (e.g., meals they charged to the GTCC, ATM withdrawals).[ZES thaide
3: Vouchers
TKS 'h Oy @AS¢ GKS OKINBSa (2 &rieSExfensksgréen, Selefithe D¢/ / )
View GTCC Transactioit®n. Animport Expensevindow opens presnting the recent charges. The AO can
verify the entered expenses match the charges to card and that the traveler correctigisplirsed to the
GTCC to pay the balance.

12.5 Centrally Billed Account (CBA)

A Centrally Billed Account (CBA) is an accostaidished between the Government and the Government Travel
Charge Card (GTCC) vendor for purchase of official transportation ti€kaise a CBA in DTS, the organization
must request a CBA account using @BA Load Worksheavailable on the DTMO websit®nce the DTMO

loads the CBAccount and associates it to tiET Organizatiod (§ KS G NJ St SNRa LINRFAE S
CBA useé-or more on DTS Prigf§, see thddTA Manual, Chapter. 7

The organization and traveler must adhere to the CBA requirements for booking and ticketing resenddteons
organization is responsibfer reconcilinghe CBA invoices timely

2 KSy | ONY @St SN OFyQild 200GFAYy |y L.!3> (KSy d&AaS 2F (K
uses DTS to make their travel arrangemehen selecsthe CBAas the Method of Reimbursement (MORhe

Travel Management CompanyNIC) processes the requesind ticketing occurs per the local business process
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After trip completion, the traveler follows the normal voucher process for actual costs, required receipts
including the CBA ticket informatide.qg., original ticket, ticket exchanges) and subnhiesclaimfor
reimbursement. Once the AO approves the voucher, the traveler typically receives payment within 1 to 2
business days, but the CBA is not paid.

The CBA reconciliation and payment is a separate process from the reimbursement of individual travel vouchers.
The DTS CBA Tool automatically tries to match each transaction in Charge Card Vendor (CCV) invoice with an
entry in DTS. The CBA Specialist tise®TS CBA Tool to confirm matched transactions and manually works

those unmatched items. The CBA Specialist electronically reconciles, certifies, and digitally signs monthly CBA
invoices for payment. For additional information, refer to &S CBA Reconciliation Manual
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Chapter 13: Obligations and Disbursements

When the AO approves a DTS authorization, DTS electronically requests an obligation for the aughxpepse
estimate to the appropriate accounting system. When the AO approves a DTS voucher, DTS sends an updated
obligation for the actual amounts, as well as a disbursement request for the approved payments.

DTS uses Electronic Commerce/Electronic Daéardhange (EC/EDI) X.12 format type transactions. The EC/EDI
conducts business in alectronic environments and provides a computercomputer exchange of business
transactions (X.12 format). This allows processing of all transactions in the samernidmre are many
advantages of using EC/EDI, but the most significant are reduced paperwork and a quicker response time for
reimbursement for the traveler. EC/EDI is also &hovernment initiative and a National Performance Review
(NPR) goal.

The processtarts with the traveler using DTS to create the authorization. The system:

1. Performs automatic computations.

2. Validatesi KS ' hQa RAIAGIE aAAIYyIl GdzNBo

3. Sends the transaction to the appropriate finance system

An electronic translation system called the GloBathange (GEX) supports the transaction flow by:
1. Translating the incomingT® transaction into X.12 format.

2. Determining the destination finance system and performing a second translation from the X.12 format
into a formatreadable by that finance system.

3. Routing the transaction to the destinatioméince system for processing

4. Performing the same tasks, in reverse, for transactions sent from the finance system to DTS.

L¥ GKS RFGF Aa y20 NBIFIRIFIofS o0& (KS Tiingrce/sgsemae aiSyQa
generates an error message and sends it back to DTS for correction. Further discussion on the process for
correcting errors is in thBTA Manual

The vamus X.12 transaction sets DTS uses are in Takle 13

Table 131: Transactions in DTS

X.12 TRANSACTION SETS USED IN DTS

Transaction Set Purpose Daa Details

Includes the dat@lements used by a
specific financial disbursing system in
processing payments.

810: Invoice for Passes messages regarding
Payment requests for payment

Provides information to the traveler,
AO, CBA Specialist, or DTA indicating
that a payment has been made.
Includesadvice of collection related

to debt management.

Passes messages regarding

820: Remittance
payments
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821: Obligation

Passes messages regarding
making and adjusting
obligations

Includes the data elements used by a
specific financial accounting system
to record obligations. Includes
receivable transactionssed to

record and track debt management.

824: Negative
Acknowledgement

Passes messages regarding
errors

Includes a transaction reference
number, travel authorization number,
and a description of the error.
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Chapter 14: Error Codes

DFAS developed a list error codes related to EC/EDI processing for DTS. The DTS Program Management Office
(DTSPMO) maintains the error codes. TB&A Manual, Appendix, &xplains and lis the error codes

associated with translation errors rejected by GEX, as well as error codes returned when rejects occur in finance
systems.

If a finance system rejects a requested electronic financial transaction (e.g., 821: Obligation or 810: Payment
Reguest), it sends an 824: Negative Acknowledgement to DTS. DTS generates an email to the traveler and the
Fdzy RAy3 2NBIYyAT FGA2yQa NB2SOG SYFAf FRRNBaad ¢KS YS

The DTA routes the error message to the appiatp subject matter expert for correction. After correcting the
reject, resign and resubmit the travel document for payment processing.

See Chapter 13 for more information on 8xx codes.
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Chapter 15: Privacy Act Considerations

The provisions of th@rivacy Act of 1974 apply to DTS. DoD must establish administrative, technical, and
physical safeguards to ensure the security and confidentiality of all records maintained in DTS. DoD must protect
these records against:

1 Anticipated security and integrityreats

1 Hazards that could result in substantial harm
f Embarrassment
1

Inconvenience or unfairness to personnel who use DTS
Each DTS administrator must ensure:

1 Information stored in DTS is accessed for official business only
1 Information being used is presemy@nd protected confidentially

1 Information is disclosed only as authorized by statutory or regulatory authorit

Defense Travel Management Office 29 travel.dod.mil



Guide: Financial Field Procedures Januarny23, 2023

Chapter 16: Conclusion

¢KS dzaS 2F 5¢{ 3INBriGte SyKIyOSa GKS ' hQa lFoAtAde G2
requirements. Alog with this increased authority for AOs comes increased responsibility. FDTAs are responsible
for ensuring the financial information maintained in DTS is correct and current at all times

This guide is one of many tools that the FDTA can use to educaterADTS financial processes and
procedures. You can find additiortedining resourcesn the DTMO website
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Appendix A: Acronyms

ADA
AO
ATM
BDTA
CBA
(610)
COL
DFAS
DoD FMR
DMM
DTA
DTMO
DTS
FDTA
FMS
GEX
GTCC
JTR
LOA
LDTA
NDEA
RO
ROA
SPP
T™MC
TO

Antideficiency Act

Authorizing Official

Automated TelleMachine

Budget Defense Travel Administrator
Centrally Billed Account

Certifying Official

Certifying Officer Legislation

Defense Finance and Accounting Service

Department of Defense Financial Management Regulation

Debt Management Monitor
Defense Travel Administrator
Defense Travel Management Office
Defense Travel System

Finance Defense Travel Administrator
Foreign Military Sales

Global Exchange

Government Travel Charge Card
Joint Travel Regulation

Line of Accounting

Lead Defense Travel Administrator
NonDTS Entry Agent

Reviewing Officer

Read Only Access

Scheduled Partial Payment

Travel Management @apany

Transportation Officer

January23, 2023
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Appendix B: DTS Reports and Requesting Ad Hoc Reports

DTReport Scheduleprovides the abity to run predefined reportswhich compile and retrieve data quickly
and in most cases, meets the standard data reporting néadgre-travel and postravel. AlIDTS reportin
Report Schedulerequiresyou to have organization accessnd in addition, some require additional
permission levels or role appointmentdost of these reportgan retrieve data for travel documents created in
the last 15 months and for @ate range of up to 31 days (Wit few exceptionsjt a timefor each report.

When managing travel for your organization, you might congidening reportsweekly or monthlydepending
how often your employees travaFor example

1 Pending Airline Canckation Report Identifiestraveler documents with flights, but not yet approved
for departure

1 Travelers By Couny Report Verifieswho is planning taravelor is on traveto an overseas location
(up to 31 days from report run date) and the authorizatie approved

1 Unsubmitted Voucher Reporierifieswho has not completed a vouchand it has been at least 5
days since the travel end date

1 Audit of DTS Payment ReportSupports auditswith 11 different reports étart and end datdnaving a
maximum range of 12 Months

To learn more about DTS reporsgethe DTA Manual, Chapter 10

TheBusiness Intelligenc®eporting Too[BIRT)allows advanced reporting wibut date restrictions for specific
personnel to run set queries or build their own queries and schedule specific times to generate aNepertf
€2dz KIS 1 00Saa (2 Ndzy GKS I R@lFyOSR NXBLR NI & dHingoadzi
TAC Help TickefThe TAC may be able to provide you an altern&ivend Reporting Toakport or options to
build queries to meet your reporting requirements.

TheDefense Manpower Data Center Reporting System (DMDG@R&Ys access the ad hoctdaWhenthere is
a distinctive need beyond the traditional reporting methods, then Components may request access to
(DMDCRSp retrieve necessary travel data. This alternate data source provides standard and customized
reports, but does not replace staacd DTS monthly reports.

RequestAccess to DMDRS

1. To access thBMDCRSvebsite and request information, you must complet®B-2875form (your
supervisor, security manager and you sign the form), complete Information Assurance (1A) Training (or
equivalent), and hae an established account.

2. Log onto theDMDCRS3vebsite athttps://dmdcrs.dmdc.osd.mil/dmdcrsand look forApplication
Access Documestat the bottom left side of the page, to access a copy oixb&875form andthe
JoecificInstructions for Completing a DR2875.pdf Note: Download and save to a folder on your pc
then openthe file.

3. Complete theDD-2875following all steps to prevent processing delays. Themadl the completed
form to the DMD@RS Help Bskat dodhra.dodemb.dmdc.mbx.dmdcrbelpdesk@mail.milUpon
receipt of your request, the POCs will review and process the applicataia: DMDCRS Helpd3kno
longer accepts faxed or scanned forms.
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4. You receive notification once your account is established.
Generde a Report

1. Log onto theDMDCRSVvebsite athttps://dmdcrs.dmdc.osd.mil/dmdcrs/

2. ADMDCRS HomepagmpeargFigure Bl). SeleciContinue

DMDC | e

The Defense Manpower Data Center's (DMDC) Reporting System (DMDCRS) is a reporting website that provides
authorized users with the ability to view standard reports or to make custom data requests. The self-service data within
this system is based on summarized personnel information from DMDC's data holdings. DMDCRS is designed for use
by the U.S. Federal Government (military and civilian), U.S. Federal Government Contractor, and various other support
organization employees.

Individuals requesting access to the DMDCRS website must complete and submit a DD-2875 to the DMDCRS Help Desk. A
copy of the DD-2875 and specific instructions for completing it are linked below.

Application Access Documents

Specific Instructions for Completing DD-2875.pdf
DD-2875 DMDC Reporting System.pdf
DD-2875 DMDC Reporting System - INTERNAL USE ONLY.pdf

Figure BL: DMDCRBomePage

3. ADMDCRS Standatdandatory DoD Notice and Privacy Consgpaige opens. Review the information
and then selecOK(Figure B).
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DMDC Reporting System

Standard Mandatory DoD Notice and Consent

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.
By using this IS (which includes any device attached to this IS), you consent to the following conditions:

* The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC monitoring, network
operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (CI) investigations.

* At any time, the USG may inspect and seize data stored on this IS.

Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any USG
authorized purpose.

This 1S includes security measures (e.g., authentication and access controls) to protect USG interests - not for your personal benefit or privacy.

Notwithstanding the abowve, using this IS does not constitute consent to PM, LE or CI investigative searching or monitoring of the content of privileged communications, or
work product, related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such communications and work product are
private and confidential. See User Agreement for details.

Acknowledgement Of Responsibilities Of Receiving And Maintaining Privacy Act Data

DATA YOU ARE ABOUT TO ACCESS COULD POTENTIALLY BE PROTECTED BY THE PRIVACY ACT OF 1974. You must:

* Have completed the necessary training with regards to Security Awareness and safe-guarding Personally Identifiable Information.

Ensure that data is not posted, stored or available in any way for uncontrolled access on any media.

Ensure that data is protected at all times as required by the Privacy Act of 1974 (5 USC 552a(1)(3)) as amended and other applicable DOD regulatory and statutory
authority; data will not be shared with offshore contractors; data from the application, or any information derived from the application, shall not be published, disclosed,
released, revealed, shown, sold, rented, leased or loaned to anyone outside of the performance of official duties without prior DMDC approval.

Delete or destroy data from downloaded reports upon completion of the requirement for their use on individual projects.

Ensure data will not be used for marketing purposes.

Ensure distribution of data from a DMDC application is restricted to those with a need-to-know. In no case shall data be shared with persons or entities that do not provide
documented proof of a need-to-know.

Be aware that criminal penalties under section 1106(a) of the Social Security Act (42 USC 1306(a)), including possible imprisonment, may apply with respect to any
disclosure of information in the application(s) that is inconsistent with the terms of application access. The user further acknowledges that criminal penalties under the
Privacy Act (5 USC 552a(I)(3)) may apply if it is determined that the user has knowingly and willfully obtained access to the application(s) under false pretenses.

.

Contact DMDC || Accessibility/Section 508 || USA.gov || No Fear Act Notice

For assistance or to report problems, please call toll free: 800-538-9522 Commercial: 502-335-9980.

Figure B2: DMDCRS Standard Mandatory DoD Notice and Privacy C8aseah

4. TheRegistered User Logatreen opens (Figured. In the SelectLogonMethod box, choose/our
CAQr User Name/PasswordSelectContinue

Serving Those Wi

DMDC Reporting System
Registered User Logon

AUTHORITY 5USC 301 Select Logon Method
Information you provide is used to verify your identity and usage of Smartcard (CAC, PIV)

this website.

Voluntary. However, if you fail to provide the requested information, O U P y
DISCLOSURE DMDC will not be able to verify your identity. If your identity is not O Usemame / Passwor
verified, you will be unable to gain access to the website.

PURPOSE/ROUTINE USE

Logon Help

Prevent illegal access of Privacy Act data by closing your browser before leaving your computer.

The material/information contained herein falls within the purview of the Privacy Act of 1974 and will be safeguarded in accordance with the applicable
system of records notice and DLAR S40021.

For assistance or to report problems, please call toll free: 800-538-9522 Commercial: 502-
335-9980.

Figure B3: DMDCRRegistered User Logon Screen

5. TheDMDCR®nain page displays. At the top of the screen isenu linein whichyou canCreate
Request(standard or create custom repojtsiew My RequestsManage Requestsa see a list of the
Self Service Reportand requesiHelp (Figure B4).
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Reporting _ _
D M D C St SELF SERVICE CREATE REQUEST MY REQUESTS MANAGE REQUESTS
ystem

To create a new request, select "Create a Request”. Once your
request has been submitted you can view it using "My Requests™

The Defense Manpower Data Center's Reporting System (DMDCRS) is a data
reporting Web site that provides authorized users with the ability to view standard
reports or to create custom data requests. The self-service data within this
system is based on summarized manpower and personnel information from
DMDC databases and files. DMDCRS is for the U.S. Government (military and
civilian), U.S. Government contractors and various other support organizations.

SELF SERVICE REPORTS CREATE DATA REQUESTS MY REQUESTS
Our most common data request are available as self- Select Create Request from the menu above to create and Select My Requests from the menu above to:
service reports. Please select this option to see a full list submit a new DMDCRS data request. The types of
of reparts for Active Duty, Reserve and Civilian Data. We requests available will depend on your role; however, all + Search requests
also have geolocation data available for self-service authorized users are able to create Basic data requests. » View Pending and In-Process requests
including UIC reports « View Closed requests and download report data
= Add comments and upload additional files to
requests

« Update information including Request Descriptions
and PIl justification

B-4: DMDCRS Main Screen

Note: When you submit a request, you receive an email notification regarding the successful
submission. Then once your files are ready for viewing, you receive a second notification.

6. From the menu line under th€reate RequestselectBasic RequesfFigureB-5).

Reporting
D M DC Syst SELF SERVICE CREATE REQUEST MY REQUESTS MANAGE REQUESTS
ystem

DDIS/iIRR Request Next select "Basic Request

DISS Roquest ta Center's Reporting System (DMDCRS) is a data

ides authorized users with the ability to view standard
data requests. The self-service data within this
hrized manpower and personnel information from
DMDCRS is for the U.S. Government (military and
ontractors and various other support organizations.

DSO Request

DTS Request

JPAS TPR Request

Law Enforcement Request

Intelligence Request

SELF SERVICE REPORTS "A REQUESTS MY REQUESTS
Privacy Release Approval Request
QOur most common data request are available as self- e emeenmsee . N€ MENU @bove to create and Select My Requests from the menu above to:
service reports. Please select this option to see a full list submit a new DMDCRS data request. The types of
of reports for Active Duty, Reserve and Civilian Data. We requests available will depend on your role; however, all Search requests

View Pending and In-Process requests

View Closed requests and download report data
Add comments and upload additional files to
requests

Update information including Request Descriptions
and PIl justification

also have geolocation data available for self-service authorized users are able to create Basic data requests.
including UIC reports.

hitps://dmdcrs-pkidmac osd.mil/dmdcrs/protected/create/basic

B-5: DMDCRS Main Screen (Dropdown list)

On theBasic Requeghain page, view and completke Privacy Information Sectionl (FigureB-6).
Once you select the appropriate radio button, selseixtto proceed.After you complete then section,
the number icon changes to the pencil icon in case you need to edit any information.
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Note 1 If Pll is involved, you will be asked to acceptRteAgeementand answer additional questions
related tothe Privacy Informationsection.

Note 2 If you are requesting the data frooutsidethe DoD or in a noDoD capacity, or if the request
needs to be recurring, you will be asked to acknowledge ti&t@pot Agreements required between
DMDC and your organization.

B-6: DMDCRS Basic Request Screen

7. View and completéhe Customer Information Sction2 (Figure B).Once you select the appropriate
radio button, selectNextto proceed.

B-7: DMDCRBasic Request Screen (continued)
8. View and complete th&®equest DescriptionSection IFigures B-8a and B3b).
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